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Notice to Students

Introduction  This course book is designed to introduce you to
Routine Coast Guard procurement transactions.

Objectives  After completing this course book you'll be able to:

Prepare a Procurement Request

Prepare a Request for Quotations

Prepare an Amendment of Solicitation/

Modification of Contract (SF-30).

Construct a basic Acquisition Instrument Identification #
(A1IN)

Construct and interpret DAFIS document #'s and prepare
accounting strings

In addition you'll be able to execute a small purchase
procurement using the following small purchase procurement
methods.

Purchase Orders (CG-5398, OF-347,SF-44)

Imprest Funds (SF-1165)

Government wide Commercial Credit Cards
Blanket Purchase Agreement (CG-5398,0F-347,0F-
348

Continue on next page



Notice to Students, Continued

References To complete this course book you'll need the
following manuals:
Small Purchase Handbook (M 4200. Series)
LUFS User Manual

USCG Finance Center Standard Operating
(FINCENSTINST M7000.SERIES)

Coast Guard Acquisition Procedures(CGAP)
(COMDINST M4200.series)
Certifying and Disbursing Manual

(COMDINST M7210.series)

Forms You'll need the following forms to complete this
course book:

Request for Quotations (SF-18)
Amendment of Solicitation/Modification of
Contract (SF-30)
Order of supplies or services(CG-5398, OF-347)
Receipt for Cash Subvoucher (SF-1165)
Procurement Request (DOT F 4200.series)

Order for supplies or Services Schedule
Continuation Sheet (OF-348)
Purchase Order-Invoice-Voucher (SF-44)




Notice to Students, Continued

READING
ASSIGNMENT

Learning
Advice

Important
Note

Practice
Exercises

Before you begin this course book, you should expose
yourself to basic procurement rules and regulations. YOU
Must Read Chapters 1-5 of the SMALL Purchase Handbook
before beginning:

You will be called upon to refer back to these references
throughout the course.

This course book is designed to walk you through each
section. Don't skip around ! Follow the instructions and you
shouldn't have any problems. If you discover any problems,
consult your supervisor for clarification. Or call the Food
Service course writer. (707-765-7142)

This text has been compiled for Training Only. It should
Not be used in place of official directives or publications.
You should, however remember that it's your responsibility
to keep up with the latest professional information available
for your rating. The current information for individual
gualifications are listed in the Enlisted Qualifications
Manual, COMDTINST M 1414.8(series).

You will be given a practice exercise for preparing cycle
menus & load guides. Prior to starting each exercise, you
should contact your supervisor and research standardized
Coast Guard requirements. Clearly understanding the
requirements will prevent you from becoming discouraged.

continued on the next page



Notice to Students, Continued

End Of
Course
Tests

Service Wide
Exam Study

PQS
Format

If properly used, the practical exercises included in this
course will assist you for preparing for your EOCT. You must
understand and comprehend all of the material to pass your
the EOCT. You must achieve a score of 80% or better to
successfully complete this course. Taking time to review this
material prior to the EOCT is advisable.

Servicewide examination questions for your pay grade and
rating are base on the Professional and Military
Requirements sections of the Enlisted Qualifications Manual,
COMDTINST M (1414.8)series. Using the references in this
course and reviewing all sections for your rating in the
Enlisted Qualifications Manual will help you prepare for the
servicewide exam.

This course is a self study Performance Qualification
Standard (PQS) style course. It provides pertinent
information needed to meet the objectives of each chapter.
In addition, it provides a list of references that you can use to
obtain additional information about the subject, and that you
must use to complete the exercises. The PQS format that
helps you to perform the objectives. It combines the
performance, skills, and knowledge required for you to
gualify for advancement.

Vi
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Chapter 1

DAFIS Accounting

Intro- DAFISisan acronym for Departmental Accounting Financial

duction Information System. The Secretary of Transportation mandated that
all departmental agencies convert to DAFIS approved accounting
on April 1, 1987.

Standard Standard document numbers are used to identify and track
Document  procurements.
Number

Reading Read pages 5-1 through 5-4 in the FINCEN SOP.
Assignment

Note: For this exercise the suffix and sequence numbers are
included as part of the DAFIS Accounting Line. However, you
CANNOT add these numbers as they are included by the FINCEN.

Practice#1 Using the following scenarios and your reading assignment as a
reference, create a standard DAFIS document number. Use fiscal
year 95, the program element given, and the document sequence
number given:

FS1 Fiori, on board the USCGC NORTHWIND (D-11), isissuing a
cash subvoucher to purchase milk. The program element isNW

and the document sequence number is 101. Enter the correct
standard document number on the line below.

Response:

Go to page 4-1 for feedback

1-1



DAFIS Accounting, Continued

Practice #1

Continued
» FS2 Rollings, on the USCGC REVENGE (D-7 MLC LANT unit)
IS preparing a SF-44 to purchase doughnuts from alocal vendor.
The program element is RV and the document sequence number is
718.. Enter the correct standard document number on the line
below.

« FSC Ith of Group Mobile (aD-8 unit) ispreparinga  purchase
order to purchase produce. The program element is GM and the
document sequence number is912. Enter the correct standard
document number on the line below.

* FSCMcGraw of Base Honolulu (a D-14 unit) wantsto set up a
blanket purchase order with the local vendor. The program
element is BH and the document sequence number is011. Enter
the correct standard document number on the line below.

1-2



DAFIS Accounting, Continued

DAFIS
Nonstandard
Document
Number

References

Practice #2

There are times when the DAFIS standard document number format
Isinadeguate to document afinancial transaction. In caseslike this,
the DAFIS nonstandard document number format is used.

Listed below are financial transactions which require nonstandard
document numbering, along with the reference in the FINCEN
SOP.

Transaction Type Page #

» Government wide Commercia 12D-99
Credit Card

» Express Mail/Air Freight 12D-111

* GSA Customer Service 12E-25

e MILSTRIP 12E-1

For MILSTRIP you must also read the Supply Policy and
Procedures Manual Part |1 chapter 5

Create nonstandard document numbers using the references listed
above and the scenarios listed on the following page.

Continued on next page
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DAFIS Accounting, Continued

Practice#2 + Today isAugust 31, 1995. FS2 Gonzales ordered subsistence

continued supplies with agovernment VISA card. The vendor is shipping
theitemstoday. The VISA card number is 3762928343. The
bank's transaction sequence number is 1221*. Write the
nonstandard document number for the above transaction on the
blank line below.

*added by FINCEN in DAFIS

» Today isMarch 4 1995. FSCS Peters shipped a DFOS
using Federal Express. The carrier'sairbill number is
R927523845, the suffix is 112*. Write the nonstandard
document number for the above transaction on the blank line
below.

Write the correct DAFIS nonstandard document number for

MILSTRIP document number Z2076458930123, on the blank line
below.

Continued on next page
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DAFIS Accounting, Continued

Practice#2 Writethe correct DAFIS nonstandard document number for the
continued below listed GSA customer service order scenario.

Julian Date: 275
OPFAC: 15222
Ticket #: 98654098

Go to pages 4-2 for feedback
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DAFIS Accounting, Continued

AlIN

Reference

The Acquisition Instrument Identification Number (AlIN) is used to
identify a commercial procurement document. Commercial
vendors will reference this number on their invoices for payment of
supplies of services rendered to the Coast Guard.

Read CGAP page 4-1 through 4-3, (part 1204.602) in the Coast
Guard Acquisition Procedures Manual (COMDTINST
M4200.19D). Y ou should also refer to page 5-1 through 5-4 in the
FINCEN SOP concerning the standard document number
crosswalk.

Continued on next page
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DAFIS Accounting, Continued

Practice#3 Create AlIN numbers using your references and the below listed
document numbers and document types:

21954953TR043  BPA Supply Fund 82

AlIN Number
Response:

219527 5CGR112 Purchase Order UNICOR

AlIN Number
Response:

2195275LY3235 Delivery Order

AlIN Number
Response:
21 95 30 5 RSC098 Agreement

AlIN Number
Response:

Go to page 4-3 for feedback
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DAFIS Accounting, Continued

Practice #4

Create an AlIN for each scenario below. Use the FINCEN SOP and
CGAP asreferences.

» Theyear is1997. FS2 Perkinsis aboard USCGC Point Doran (a
D-13 unit) and issues a Purchase Order for program element PD,
using document sequence number 404.

Response:

» Theyear is1996. FSCS Malathion is attached to USCG Support
Center Portsmouth (a D-5 unit) and is preparing a delivery order for
produce. The program element charged for this transaction is PH,
and the document sequence number is013.

Response:

* Theyear is1996. FS2 Pearson, attached to the USCGC
RELIANCE (aMLC LANT unit), istyping a Request for Training
(SF-182) The program element used is RL and the document
sequence number is 642.

Response:

» Theyearis1997. FS1 Prose, attached USCG Base Honolulu (a
D-14 unit), is preparing a blanket purchase agreement. The
program element is HL, and the document sequence number is 202.

Response:

Goto page 4-4 for feedback
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DAFIS Accounting, Continued

Accounting Each unit in the Coast Guard has a unique accounting line. The

Line accounting linetells what account is going to be charged or credited
for a particular transaction. Any document that requires an
exchange of funds will have an accounting line.

Reading Read pages 4-1 & 4-2 in the FINCEN SOP.
Assignment

Continued on next page
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DAFIS Accounting, Continued

Practice#5 Label thefields of the accounting line below.

2/ [XS6/111/82/0/PE/14502/2617
L ® @ e 6 0n © o

Go to page 4-5 for feedback

1-10



Chapter 2

Commercial Procurement

I ntro-
duction

References

In this section you'll learn to prepare the following formsto
complete small purchases:

* Procurement Request (DOT F 2400.series)

Order for Supplies or Services (CG-5398, OF 347)

Recelipt for Cash-Subvoucher (SF-1165)

Request for Quotations (SF-18)

Amendment of Solicitation/Modification of Contract (SF-30)

Y ou'll need the following manuals to complete this section:
» Small Purchase Handbook (COMDTINST M4200.series)

» Coast Guard Acquisition Procedures
(COMDTINST M4200.series)

» USCG Finance Center Standard Operating Procedures
(FINCENSTFINST M7000.series)

» Certifying and Disbursing Manual (COMDTINST M7210.series)

- Read pages 12D-11 through 12D-14 in the Finance Center
Standard Operating Procedures.

- You must have read Chapter 5 in the Small Purchase Handbook
to continue.

2-1



Commercial Procurement, Continued

Procurement The Procurement Request (PR) is the first step in the procurement

Request process. It's prepared by the person who is requesting small
(DOT F purchase action.
4200.series)

FromaPR Remember that all PR'soriginate asa DOC TYPE 21. However,

toa DOC TYPE 21'swill change to the final purchase document type,
Document  upon transferring the purchase request.
Type

For example, DOC TY PE 21 will changeto DOC TYPE :
26 for dining facility documents.

e 32 for Government wide Commercia Credit Card
(I.M.P.A.C)

» 33 for meal tickets (DD-652)

References  You should reference the reverse side of the (PR) and pages 12D-11
through 12D-13 in the FINCEN SOP for form preparation
instructions. You may also refer to Chapter 2 of the Small Purchase
Handbook for instructions on preparation of the PR.

2-2



Commercial Procurement, Continued

Practice  Prepare a Purchse Request (PR) using your references and the
#1 following scenario. Y ou've been instructed to prepare a procurement
request to order Dishwashing supplies. The following information

applies.

- Economics Laboratories

2041 Coronado Parkway, Portland, OR 95954
Phone : (808) 764-7834

POC: Bill Walters

- Soil Master Dishwashing Detergent
13 Cases
143.00 per case
Item Number D717634454

- Jet Dry Wetting Agent
8 Cases

$32.00 per case
Item Number W272643

- Person to contact: FS2 your Name

- Originating office data: Galley X8381

- Procurement request number: 21-95-30

- Program Element CB

- Date Received : 02 June 1995

» Thisisanew request

 Destination: Officer in Charge (FSO)
U.S. Coast Guard Station

Coos Bay, Oregon 94954
Attn: FS1 Janson

continued on the next page
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Commercial Procurement, Continued

Date required: June 15, 1995

» Approving officials: (1) FS1 Janson
(2 BMCM J. Donovan
* both will sign on May 15, 1995

Accounting Data: 2/S/501/113/30/0/Z22/30478/2634

GSA Contract # GS-OOF-8012 Expiration date: 30 SEP 1999

FOB: Destination

Delivery Terms: 30 days ARO

Payment Terms: Net 30 days

2-4

Go to page 4-6 for feedback



Commercia Procurement, Continued

Purchase
Order

I nvoice-
Voucher
(SF-44)

Reading
Assignment

Dollar
Limitation

The SF-44 isaform designed for on the spot, over the counter
purchases of supplies and non-personal services. The order
number should be separated with a dash after the fourth and seventh
position, this change improves the readability of the document.

Read Chapter 5 pages 14-15 in the Small Purchase Handbook.
You may also refer to pages 12D-14 through 12D-19in the
FINCEN SOP for form preparation instructions.

Except for purchases made under unusual and compelling urgency,
the amount of purchase must not exceed the limitation, as per the
Small Purchase Handbook COMDTINST M4200.13 series.

Continued on next page
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Commercial Procurement, Continued

Practice #2  Prepare an SF-44 to purchase the items on PR
2697287TRM138 seen below. Date the SF-44 May 14, 1997.
SKC J. R. Peeves (contracting officer) will sign the SF-44.

READ INSTRUCTIONS ON PAGE 2 PAGE10OF  PAGES
DEPARTMENT OF TRANSPORTATION PROCUREMENT REGUEST NO.
ROCUREMENT EQUEST 26972877RM138
ROCESS APIDLY DATE RECEVED
1. NAME, PHONE NUMBE R, AND ROUTING SYMBOL OF PEABON TO CONTACT 2. TYPE OF REQUE ST (Check ane)
FS2 Your Name A. [X] NEW REQUEST
3. ORGINATING OFFICE DATA
GALLEY 8. O SERDR& M no.
4. ADDITIONAL INFORMATIONS (Sugoesssd supply sources, securlly dele, sc )
Jimmies Fish Market MODIFICATION TO
123 Water Street e.d %Eﬂ%’. OR
Key West, FL. 33040-0005
5. APPROVALS €. CONSIGNEE AND DESTINATION
APPROVING OFFICIALS ROUTNG DaATE NTERNAL ROUTING Commanding Officer
et mras| o | USCGC Rambler (WLIC 298)
{4 89 c/o CG Base
196 Tradd Street
LTJG P. Craig oPs _ |os/i1 Charleston, SC 29401-1817
Lt E. Greecy ACO |osi1 | 7. DATEN(S) REGUINED
May 14, 1997
L 8 Y
CJves XIno iyl 8
9. DESCRIPTION OF ITEMS OR SERVICES
TEM . ESTIMATED COST
m_ ITEMOR (includle o and Spedal %r,v u‘:.r “‘h" .
1. | Swordfish Steaks 10 LB 5.75 57.50
2. | Prawns 15 LB 5.25 78.75
10. ACCOUNTING DATA
SYSTEMSE DATA CHECK APPLICABLE QUARTER
TOTAL $136.25
wr o o Eam
HHP™ M proGRAM | cosT | omscr R PROJECT ACCOUNTING
vlr 7] CENTER | class [Tveel pY | o.r nummen  [ourem AMOUNT
2[7]Xx of RM (1630612617 |21(97[2877RM1 :ﬁ $136.25 |
2 0 7
2 1T TJo 2] ]
FO|

RM DOT F 4200.1.2CG (REV. 2-94)
VIOUS EDITIONS ARE OBSOLETE

Go to page 4-7 for feedback
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Commercial Procurement, Continued

Receipt for  TheReceipt for Cash-Subvoucher (SF-1165), or a Purchase-Order-
Cash- Invoice-Voucher (SF-44), is used to obtain cash from an Agent
Subvoucher Cashier to make a cash purchase.

(SF-1165)

Reading Read the following manuals for reference material:
Assignment
» Pages 12D-6 through 12D-10 in the FINCEN SOP

o Chapter 5 page 13 in the Small Purchase Handbook

» Pages 2-49 through 2-51 in the Certifying and Disbursing
Manual

Continued on next page
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Commercial Procurement, Continued

SF-1165
(continued)

Follow the instructions below and refer to the example on the
following page to prepare the SF-1165.

Field # Enter the...

1 subvoucher number (This number is unit
assigned).

2 Date money is received.

3 Unit issuing the money.

4 Total dollar amount.
Note: You must type two asterisks before the
dollar amount and asterisk fill to the right.

5 Amount in cents.

6 Total of purchase.

7 Quantity and unit of issue.

8 Item description and price.

9 Item extended price.

10 |Vendor's address.

11 | Contracting officer's name, and project code of the
department whose account is charged for the item.

12 | Accounting line and DAFIS document number.

2-8

Continued on next page



Commercial Procurement, Continued

SF-1165
(continued)

Example
SF-1165
(continued)

INTERIM RECEPT FOR CASH

Received of Imprest Fund Cashier
R L for which [ hold
myself accountable to the United
States.

gratare)

NOTE TO MENER

Bacure this vecapt is marked “VYOID"
end returned te you when the tromsaction lo

compioted o the Sumds retwrned te the Coshier.

VA PA: BN

Sanderd Pares 1 308
Depaanrr a2 e oy RECEIPT FOR CASH--SUBVOUCHER w () 1597
oy DR ) BT TTY
Recaived in cash from (3)_USCGC IRIS (WLB 395)
@ *:Forty dollars .,,@9_5__, (}.4.99.5.-) for the following:
QUANTITY ARTICLES OR SERVICES AMOUNT
() 1518 Red Snapper $2.67_K(g) $40.05

Veador1Q _Portiand Fish Co.
Addrem___ 425 COMMERCIAL STREET B
Astoria, OR. 97654 T e L —

"vcat ova < PROJECT, LUNCH
T. C. Murhpy SKC, USCG

@ 2/S/XS6/133/HW/11401/2617
DOC ID # 26-97-137SIR180

Continued on next page
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Commercial Procurement, Continued

Practice #3

Prepare an SF-1165 to purchase the items on PR 2697217RL212
seen below. Date the SF-1165 July 31, 1997. SKC M. P.
Richards (contracting officer) will sign the SF-1165. Utilize

Subvoucher No.# 104-97

READ INSTRUCTIONS ON PAGE 2

PAGE10OF PAGES

DEPARTMENT OF TRANSPORATATION

ROCUREMENT EQUEST
P rocess RAPIDLY

PROCUREMENT RE QUEST NO.

26-97-2176RL212

DATE RECIEVED

1. MAME, PHONE NUMEER, ANG AOLUTING SYMBGL OF FERBON TO CONTACT
FS2 Your Name

1. ORIGINATING OFFICE DATA

DINING FACILITY

AL NFORMATIONS supply seurces, iy cels, i)

‘TALWE MARKET
33 Sound Road
Reedsport, OREGON 97420

2 TYPE OF REQUIEST (Check anej

A. [X] New REQUEST
CHANGE TO

8. [3 PENDING PR NO.

MOODIFICATION TO

RACT OR
.0 gggErR NO.

S. APPROVALS

§. CONBIHONEE AND DESTINATION
Commanding Otficer
USCGC Resolute (WHEC 620)
c/o Coast Guard Base
Astrola, OR. 97103

APPROVING OFFICLALS ROUTIMG DATE NTERNAL  ROUTING

svmmoL wmais | mouTwa

L] (©} = Sromct
FS1 P.T. Bartles FSO 1210
SKC J. W. Peass ACO 12/10

7. DATER(S) MEQUIRED

JULY 31, 1997

£ GOVERNMENT FURNISHED PROPERTY
) ves Xino 018" e por S0t

9. DESCRIPTION OF ITEMS OR SERVICES
o meson inciude Sp and Spedal aTY T ESTIMATED COST
N - @[ @ i s
1. | Crab, Alaskan King 30 LB 7.99 239.70
Delivery Terms: 30 days ARO
FOB: destination
Discount Terms: none
18. ACCOUNTING DATA
SYUTEME OATA CHECK APPLICANLE QUARTER
TOTAL 239.70
For  Hoo Bwo  Bew
Alo A DOCAMENT NUMBEN ACCOUNTING
: : e | coos lotes # mlggz M!M' %uﬂgg frees] ey | _o.n wounen | suemx PROJECT AMOUNT
an 2ol RL (12106 (2617 |2 [97 12176 K121 239.70 |
2 0 21
2 I 1 Je 21

FORM DOT F 4200.1.2CQ (REV. 2-94)
PHEVIOUS EDITIONS ARE OBSOLETE

2-10
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Commercial Procurement, Continued

Order for
Suppliesor
Services
(CG-5398,
OF-347)

Reading
Assignment

The Order for Supplies or Services (CG-5398, OF-347) isamulti-
purpose form used for the following:

Negotiating purchases of supplies or services not in excess of the
small purchase limit.

Ordering or scheduling deliveries against established contracts or
from government sources of supply in any dollar amount.

A recelving report.

An invoice.

Read the following manuals for references for the CG-5398, OF-
347

» Pages 12D-50 through 12D-55 in the FINCEN SOP.

» Chapter 5 pages 17-26 and enclosure 4 in the Small Purchase
Handbook.

Continued on next page
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Commercial Procurement, Continued

OF-347 Follow the instructions below and refer to the following page for
Preparation preparation of the OF-347:

Block Enter...

1 Date purchase order is prepared.

2 GSA contract number if applicable.

3 AIIN number.
Ref: CGAP 1204.602-90

4 Requisition /reference number.
Ref: FINCEN SOP 5-1 through 5-4

Issuing office.

Address where supplies are to be shipped.

Vendor name and address.

Type of order

O[N] O1

Appropriate accounting data.

Note: Refer to page 4-2 in FINCEN SOP for an
example of multiple accounting lines.

10 Name, office, and phone number of person who
initiated the order for supplies.

11 | Appropriate business classification

12 FOB (free on board) point.

Example: Inthis case FOB destination indicates that
the vendor will be responsible for shipping charges
until supplies reach the destination point.

13 Place where supplies will be accepted and inspected.

14 | GBL number (if applicable)

15 Date when supplies should be delivered to the FOB
point.

16 Any discount terms.,

2-12



Commercial Procurement, Continued

Example
OF-347

Preparation
(continued)

PAGE OF PAGES
ORDER FOR SUPPLIES OR SERVICES { 3
IMPORTANT: MARK ALL PACKAGES AND PAPERS WITH CONTRACT AND/OR ORDER NUMBERS.
1. DATE OF ORDER 2. CONTRACT NO. (if any) 3. ORDER NO. 4. REQUISITION/REFERENCE NO,
23 Feb 1997 GS-0OF-9034B DTCG27-97PKNI2L 23972775KN1L
s, and ZIP Code 6. SHIP TO: (Consignos md ZIP Codo
UL ETRE S ) BTy T ) ol
USCG C Xenmebec USCG C Kennebec
4000 Const Guard Blvd.
Portamouth, VA. 137022159 4000 Coast Guard Bivd.
ATTN: Dean Sawsrd 2563142 SHIP VIA: Portsmouth, VA. 237622199

7. TO: CONTRACTOR (Name, address and ZIP Code)

Securs Containers
8716 Beach Road

&. TYPE OF ORDER
mA. PURCHASE - Ref@wncs your

Fwme Shag i e tvmms aed

Viginia Beach, VA, 23339
PHONE: (267) 243-4323

upoaidond un page 1 and 3 of this saterand ta B
SRshed theom, I swy, instuding dulivury o iIngioand.

e d

B. DE.IVEY-h—'--n.t———--—..

aaly of e Povms el i

this delivery et is St w insivnetans coutined o2 Iis Saks

o

e ve-auiibered commat,

9. ACCOUNTING AND APPROPRIATION DATA

28/501/105/304'T7/17063/23263

10. REQUISITIONING OFFICE
SKC P. L.. Morgan (far) 7313

e e e era—— e —
11. BUISNESS CLASSIFICA TION (CHECK APPROPRIATE BOX(ES))

22. UNITED STATES OF AMERICA
BY (Signanwe)

12 F.O.B. POINT 14 GOVERNMENT B/L NO. 13. DHLIVER TOP. O. B. POINT 16. DISCOUNT TERMS
DESTINATION ON OR BEPORB (ot}
13. PLACE OF INSFBCTION AND ACCEPTANCE 173097 NET 3
DESTINATION
17. SCHEDULE (See Page 3 for Rajections)
BS 'Eum UNIT UNIT 'ﬁum
NO. SUPPLIES (E]);.SE!VK:ES e Aug,um
(A) {C) B’
19. GROSS SHIPPING WEIGHT 20. INVOICE NO. 1700.TOT
(cont.
21. MAIL INVOICE TO: (Iackide ZIP Coda) 170,
GRAND
TOTAL
13. NAME (TYPED)

TTTLE: CONTRACTING/ORDERING OFFICER

OFTIONAL FORM 347 (10-83)
Prescribed by GSA
FAR (48 CFR) 53.21%e)

2-13

Continued on next page



Commercial Procurement, Continued

OF-347
Preparation
(continued)
Block Enter...
17a | Item number.
17b | Description of supplies or services you are ordering.
17c | Quantity you are ordering.
17d | Unit of issuefor each item.
17e | Unit price of each item.
17f | Extended pricefor each item.
179 | Quantity accepted.
18 Shipping point.
19 Gross shipping weight.
20 Invoice number.
21 Finance Center address.
Ref: pages 12D-20 and 12D-21 in the FINCEN SOP
22 For contracting officer's signature.
23 Complete name and title of contracting/ordering
officer.

Continued on next page
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Commercial Procurement, Continued

OF-347
Preparation
(continued)

BAGE OF FAGES
ORDER FOR SUPPLIES OR SERYICES 1
IWMPORTANT. WARE ALL PACEAGES AND PAPERS WITH CONTEACT ANIWOECQFDEE HUMEEES.
1. DATEOY OLTEL 2 CONTEACT FO. iffaoh 3. OEDEE FO. 4. EB(TUE 010 EEFEE BIC BHO.

S BTG OFIICE(Tfame, wd rees and ITF Coded

& SHIF TO: (Consigeee ud address, ITFC odd

SHIP WL

T. TO: CONTEAC TOR {Hame, wdd ress and ZTF Coded

& TYFBOYOLDEL
[ PURCHASE- Reriesc: you

Hoass Pumds b e Fod o, oot ham + wred o ons
Hadflad snpapsl wd £oF T order wed on e
thtrad bk, IF i, ircalos g, duleury el ased.
T prarghw sl e Avhd urde b frof

E. TELTVEEY - Eeapttor bin gl noirsal soosn o ranies,

[ i sttoy s bttt v o bl st
orlxof e Form wed | smmed sube et om0 el goredlonued
et s rm baraed ond k-

2 ACCOTHTING AWD ATFEOFE IWTION DTS

10 ERQTULAITIONDNG O FICE

11. BUI:HE: § CL& ! § IF T ATION (CEBCE ATTECTELATE EOMES))
OTHHE. I

THAX . TTOEHEN-
1= 5 0 00T T4 COVERRRENTHL B0 T TELIME 0BG E IOWT | 16 DLCOUNT ERM?
OF OEEHEPOEH i wh)
19, TLACH OF INSTEC TN AND A0 CHIFDAECH
17. BCHEDOLE [Se=Pagel Eor Bajections
[ ITEH STPPLIB: COE {BEWICE: RIAFDTZ| TArT THAIT P — RoaErDry
HO YR T HECHT: [P} IEICH & |7 B TT°ED|
L0y [L53] ) =
1 SAFE MODEL 1 EA 23263 232 63
FLEASE EHEURE THAT HUMEBER SHOWHIH BLOCE#3
OF THIZ FURCHASE ORDER I8 CITED OH YOUR JHWOICE
12 SHINETH & IOIAT 18 FREOSS SHIDING TIEIFHT o0 IN 3:h ul ATELTOT
X BTG ?“ﬁﬂ
Eﬂg.;':.ﬂﬂﬂl @, AT TH O IC BT (Tacisded I6 o) Oo% FINCEH 11T
FvameE 1430A ERISTIHA WAY, CHE| AEE, VA 233260623 232 63 52T
FOR VENDOR PATMENT THQUIR IES (804) 523-6040 TOTAL

2 THITED $TATE: OFAMPEL S
EBY (Slynte)

. HAME: TTPEDy
E_B_RUTHEEFORD, EEC THCG

TTLE CONTEACTINGOE DFE TG OFFICEE

OFTICHAL FORDISHT {10-53)
T rcvited by GHA
FuE (45 C FE) SA.21904

Continued on next page
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Commercial Procurement, Continued

Practice#4 You'rethe FS2 at Station Ft. Pierce Florida. Prepare an OF-347 to
purchase the items on PR 21972877FP314 seen on the following
page. Thefollowing applies

» Datethe OF-347: 25SEP1997

* M.D. Zimms (contracting officer) will sign the purchase
order.

* Mary's Cake Decorating Suppliesis awoman owned business.

» The address of the contracting officer at Station Ft. Pierce
Florida

Contracting Officer

USCG Station Ft. Pierce
Panama City, FL. 86754-0030
Phone: (211) 845-3089

e Theship to addressis:
Contracting Officer
USCG Station Ft. Pierce
234 Crabtree Road
Panama City, FL 86754-0030

Continued on next page

2-16



Commercial Procurement, Continued

Practice #4
continued

READ INSTRUCTIONS ON PAGE 2

PAGE10F  PAGES
DEPARTMENT OF TRANSPORTATION PROCUREMENT RECLEST NG.
ROCUREMENT EQUEST 21972677FP314
ROCESS APIDLY DATE RECIEVED
1. NAME, PHONE NUMEBE R, AND ROUTIMG SYNBOL OF FERSON TO CONTACT L TYRE OF REQUEST Check oney
FS2 Your Name A [} new REQUEST
2. OMCINATING OFFICE DATA
Galley s OB —
‘MARY'S Cake Decorating Suppiies MODIFICATION TO
™
67623 Market Street c.O 88%2%‘»?0?82
Fort Plerce, FL. 23773
| PHONE: (211) 555-5555
5. APPROVALS €. CONBIQNEER AND DESTINATION
APPROVING OFFICIALS nouTeG DATE | srEMMAL nouTmG Commanding Officer
- waa| moutes | USCG Station Ft. Plerce
A = 16 Panama, City, FL. 86754-5000
Attn: FS2 Your Name
FSC . B. Fine sC 9/15
M. D. Zimms far 9/15 7. DATRS(S) REGUAAED
September 25, 1997
[ 3 FRIRNSHED PROPERT Y
[ ves Wwo ﬂ'\'u'-mn:;:)
3. DESCRIPTION OF [TEMS OR SERVICES
e r (incucks Sp and Spedal ary e ESTIMATED COST
iy - © o il T
1. | Copy Cake 1 EA 240.00 240.00
10. ACCOUNTING DATA
BYSTEMS DATA CHECK APPLICATLE QUARTER
TOTAL 240.00
B sar oo Famo B
AlD A DOCUMENT NUGBE R ECT ACCOUNTING
£ o] e ] e | o, | mat T e ] ™ o
2171701107130 [0} FP [30309[2687 |21 97 |2877FP31 24000
2 0 21
2 Q il

h.]

ORM DOT F 4200.1.2C0 (REVY. 2-84}
PREVIOUS EDITIONS ARE OBSOLETE
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Commercial Procurement, Continued

Blanket A Blanket Purchase Agreement (BPA) is a method of filling
Purchase repetitive needs for small quantities of related supplies or services
Agreement by establishing "charge accounts" with established sources of

supply.

Reading Read the below listed manuals for information regarding rules and
Assignment regulations for BPA's:

* You must have read chapter 5 in the Small Purchase Handbook
» Pages 12D-50 through 12D-55 in the FINCEN SOP

Note: Enclosure 6 in the Small Purchase Handbook includes a
BPA instruction letter for Subsistence Specialists.

Continued on next page
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Commercial Procurement, Continued

Practice#5 Complete the following statements using your reading assignment
as areference:

* When placing acall against a BPA, the authorized caller must
assign a

» Asthe vendor supplies the material to the unit, he/she must also
provide a

» All callsagainst a BPA must be recorded on a and
submitted to Finance Center with delivery tickets :

GO to page 4-10 for feedback
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Commercial Procurement, Continued
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Commercial Procurement, Continued

Government
-wide

Commercial
Credit Card

Reading
Assignment

The Government-wide Commercial Credit Card is a procurement
tool utilized for small purchases based on the individual
cardholder's procurement authority. It can be used in lieu of cash,
BPA's, SF-44's and purchase orders.

For information on procedures, rules and regulations regarding
credit card purchases, read the following references:

* You must read Chapter 5 in the Small Purchase Handbook

» Pages 12D-99 through 12D-110 in the FINCEN SOP

Continued on next page
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Commercial Procurement, Continued

Practice#7 You are stationed at TRACEN Petaluma. Using the IMPAC Credit
Card purchase ground beef for the dining facility totaling $489.00.
The following applies and should be recorded on a Unit Call Sheet.
Use the exampl e provided on the following page.

* Issued by: USCG TRACEN PETALUMA
Call Sheet
Attn: Jack-of-the-Dust

» Vendor: Ritz Food Service
P. O. Box 69
Santa Rosa, CA. 95402

e Iteminformation: Ground Beef, 300 Ibs. (85-15) at $1.63 per
pound

* IMPAC Credit Card Number: 32941234B123
(record bold numbersto call sheet)

* Requisitioner/Authorized Caller(s):
FSC J. L. Eisen/FSCSD. A. Karbo

o Julian Date: 4123 (FY is94, Julian date is 123)

* Invoice number (from vendor): AP 15861

 Call Number: #001

Note: After placing the order the authorized caller MUST initial
thelog. Upon receipt of the merchandise you must also record the

vendor invoice number on the call sheet to be sent to the Finance
Center.

Continue on next page
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Commercial Procurement, Continued

Practice #7
Call Shest

LISCE TRACEMN PETALLRA

COAST GUARD DINIMG FACILITYT CALL SHEET

FCHTH

YERDOR: RITZ FOOD SERYICE

ADDRESS: P.OLBOX 69
SANTA ROSA, CA. 95402

PHOME MO (800) 998-8070

POC:
CalLLER MARME: SIGHATURE:
CALLER MAME: SIGHATURE:
CALLER MAME: SIGHATURE:
Call # JDATE CaLLER Iy OICE # AMOUNT | BEX TOTAL| ¥ISA #
SUBE TOTAL

LESS CREDITS

ACCT. 20005561 MIPTIONG2 6120002617

GRAMND TOTAL

2-23

Continued on next page



Commercial Procurement, Continued

Request for
Quotations
(SF-18)

Reading
Assignment

The Request for Quotations (SF-18) is used in obtaining price, cost
and delivery related information from suppliers for small purchases.
Y ou should solicit an SF-18 when a purchase meets one of the
following:

» Too many line items to obtain an oral quote.

« Difficulty to get ahold of vendor (e.g. different time zones, unit
underway, etc.).

» Complex specifications.

For information procedures, rules and regulations regarding quotes,
read the following in the Small Purchase Handbook:

» Chapter 6 pages 1 through 3

Continued on next page
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Commercial Procurement, Continued

SF-18 Follow the instructions below and refer to example on page 3-26 to
Preparation prepare the necessary blocks on the SF-18:

On top of the form enter a check indicating that the small purchase
set on page two "is applicable”. Y ou must also enter the page
numbers in the appropriate block.

Block Enter...
1 Not used.
2 The date the SF-18 is typed.
3 Quote number.
4 Not used.
5A | Addressof unit issuing SF-18.

5B Name and number of point of contact the vendor can
call concerning the items.

Date items or services are needed.
Not used.
Vendor's address

Address where items are to be shipped or where the
services will be performed.

10 Date quotations are to be furnished to you by.

O©|00|N|O

11 | Not used.
12 Descriptions of supplies or services requiring quotes
and quantity.
13-18 | Not used.

Continued on next page
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Commercial Procurement, Continued

SF-18
Preparation
(continued)

EEQUEET FOR QTUOTATIONS
(THE E NOTAN OETHE)

[ =-ot smremrs

IR - D030 S MR L EVE S5 SRR P AL SAT. FIDN O FALE N TN OB
o

TR Treag

L Mmoo

EEEEE—rT]
mmrl =
14

1 Bl T EO LN AL T~ w

DTCGR-SEFT M7

LRI FOB- L. TAT.
Il BEDERTLF, £
FurlV'oB RS BL, 1

TR

15 TEN LD I%

TS COAST GTARD GROUP
I2HATRSTREET
ARYTOWH, T5A 99399

i TAITVAR F2- i3 vi)

2rNG

1 308 L SORRL T I L~ i 4 e WAt ) (= o athatml )

E21 BRLAH DABMOHTE [432) 5000008

F. TaTTE-

ormn
O fmrarn [0 sussss

1 ICr L AT RITEASE L oLiD L IR CoTd

FAIRCLOTH EESTAURAHT
BOFFLY COMPANTY

215 FELMLEE DEIVE
MAESHFIELD, W1, 99476

F. DASIE AT D 1 ord Mk wred wdra Induding
Inza

COMMAHDIHNG OFFICER
TBCGCCUITER[W1LE %00)
FIEE 57 BW
AHTTOWH, UBA 99309

U Sl RLITE-EE T A5 IOTHL

11 EWSIdS LA I AT et S hechiippropd vh boaw

[ smmx

[Jeormzrrnoenr [ smawwimir [ wome.cwein

IHTFOFRTANT: This kv equest o R0 motion, o sl g sotchions P ki 1 i sotolMe s I o8 e anbkeio quote, pless 5o s ki o Tk Fonmusd et T s sqrestd o sot
SOMMt: G MErHE AL PO (10 1S e pe puicen 2P 1Mz o ok Eohton O B st i SIppks o 2w s, SIppks e ST Somestle o el ks
oI Ik b R S 1 RS e PR b 1 R Ry B R Q Bohtions MErtbe oomperd brths quok,

T TCNEGULE | T lide appleabk Federal Zate and Lealtawes]

TILMED, 3 THD LICS LB UIES QUAEIITY TEIT THIT TEIL ANOTET
i) L=1] @ L) (1] [4.]
1 COHVYECTION OFWEH, TAFCO MODEL 1 EA
HZ2-ADS OR EQUAL
WCALINDNE DA FORCTNT T [ 30 S TN T [hs s ]
13. PISCOTHT FOR PROHFT PAYHEHT = P " "
WOTL: Tuw & mestubo be comphed be the quok |
1+, FAMY ANT AMODE T332 OF TOTTH (STERRT, OTTY, COTRTY, STATHE 15, S0+ EATUBLOY PLESON MITECHIELDTOSIME U DAL N RED-
I CODE) LD TATTON
11, XAMT AFT TITLLOT SISNLE (Type o I inth U, TATLFACL o
[T eistvy
S FLLALERN ATAEDART TOBM1E (her. 1059
HPTTON FOT TSAETH
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Commercial Procurement, Continued

You're a the Coast Guard Academy procurement and have been
tasked with soliciting three quotes for anew "walk-in" type freezer
for the galley. The following applies:

Practice #8

I ssued by/destination address:

Contracting Officer

U.S. Coast Guard Academy

New London, CT 06320
Item information: Hobart Freezer, Model #1010AF
Requisition number: DTCG-32-95JAD020

Information name/number: FS2 Y our Name
Phone number: (332) 525-2738

Date: 15 Jun 95
Date quotation required: 15 JUL 1995

Date item needed: 15 August 1995

Listed below are the three vendors:

Ape Appliance
313 N. Main
Baltimore, MD 04035

Silva's Appliance
1800 Piner Dr.
Alexandria, VA 05986

Aikman Refrigeration Co.
12 Stoneypoint Rd
Glen Burnie, MD 04872

Go to pages 4-15, 4-16 and 4-17 for feedback
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Commercial Procurement, Continued

Amendment
of
Solicitation/
M odification
of Contract
(SF-30)

Reading
Assignment

Additional
I nfor mation

The Amendment of Solicitation/Modification of Contract (SF-30) is
used to modify existing purchase orders.

Read pages 12D-31 through 12D-44 in the FINCEN SOP.

An SF-30 is required when modifying or changing the following
Purchase Order (PO) items:

* PO Number.

* Issuing and ship to address.

 Contractor Name and address.

» Accounting and appropriation data.

» Shipping terms.

» Lineitems: Changesin quantity, or additions/deletions.
 Total order increases of more than $50.00.

» Cancdllation of the PO.

Continued on next page
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Commercial Procurement, Continued

SF-30 Follow the steps below and refer to the example on the next page
Preparation for instructions on preparing the SF-30:

Block Enter...

1 Contract ID code (if applicable).

Amendment/Modification number.

Date SF-30 is prepared.

Purchase request number.

Project request number.

||~ |W|DN

Name and address of unit issuing modification. (Same as
block #5 on purchase order you are modifying).

\l

Sf explanatory

8 Name and address of contractor/vendor. (Block #7 on
purchase order you are modifying.).

9A Self explanatory

9B Self explanatory

10 Purchase order number of PO you are modifying.

11 Sf explanatory

12 Use only for modification of contract.

13A  |"FAR part 13".

13B | Sf explanatory

13C | &f explanatory

13D | &f explanatory

14 Description of modifications

15A | Sf explanatory

15B | Self explanatory

16A | Name and title of contracting officer.

16B | Self explanatory

16C | Date the contracting officer signs SF-30.
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Commercial Procurement, Continued

SF-30

Pr epar at | on AMENDMENT OF SOLICITATIONMMODI ACATION OF CONTRACT

1. CONTR ACT ID CODE FAGE OF PAGES

2. AMENDMENTAMOFICATION NO, 2. EFFECTIUE D ATE d. FEQUBITIOHP URCH ASE REQ.NO. 5. PROJECT HO. i aaadradie’

(continued) oz
A.ISSUEDE Y CODE 7. FDMMNISTE RED EY /7 solrrolour Aeor iy CODE
COHTRATTHG OFFECER
T8 COAST GUARD ACADEMY
334 MOHEG AH AVE .
HEW LOHDOH, CT. 06320

E. M AME AMD ADDFESS OF CONTRACTOR G0, SPe; MA0X, Ao A0S0 Ceee (] |3, AMEWDEENT OF SALICITATION M.
BHAF OH TOOLE
GXOMEECHAHT STEEET
HARTFORD, CT . 06575 . DATED REETES 11
10A. MODIFICATION OF CONTRAGTAORDERND .
= DT COG24093-P-GTENZ
10E. DATED (EE MBU 1%|
CO0E FACILITY CODE 24 JOL 3

1. THE MBI ONLY APPLIES TO oM ENDM ENTE OF &0L I MATIONE

[Ime sbow numbsrsd +olkMa0en [+ 8 Mends 4 5+ 421800 0 Bm |4, The RoUr 404 94% +pec B4 Brrecelpiot Ofiers [0 sevnass, [0+ nat sawndsa.
oters mu‘“&(l.ﬂo.lédqé e e‘-hﬂﬂlt &mé“dm¢ﬂ1pﬂ0r10 e hourand dak we‘(l'fd In e sollc Hatkan or a4 am ended Dvﬁﬂé o1 he h"ﬁ-ﬂq mehods:

(a%e Ew wm&einq fem+ £ and 15, and rewmin F ?91 ol he amendmem ) By a-:lnolledqlnq recelpl o1 i+ amendmeni on each coopg; »1 he
ofter submited or é‘er%teEalah ledder or #leqram Ih( h Includes & rederem # 1he +ollcHadon #ndmeni numb er+. OUR
LACKE WO WE EDG EM E RECEIYED AT THE PLACE D ESIGHATED FDH THE HB.".‘EIPT DF DFFE% PRIOR TO 'I'HE HOUR aWD
DATE SPEC IFIED Moy RESILT H REIECTION OF WOUR OFFER H by dure of b amendmend pou de+re 1o change an ofer akeady submified,
1 ch chan ge maybe made bykleqram or kkn provded each wleqram or leter makes rekrence o he sollciadon and 1hh amendment and b recelued prior %
e opening hour and datk speciied.

12, ACCOUNTM G AND APF ROP RIATION DAT A (Ao o

1%, THE [TEM AFFALIEE ONLY TO MOD IFICATIOME O F COM TRAC TEMARD ERE,
MUMODIFIEE THECOMWTRACTORDERNO. A8 DEECRIEED W MBI 14,

. THES CH MGE OFDEF E |SSUED PUFEL @MT TO: (fiewo’- awchwstc THE CH A GES SET FORTH (N ITEM 14 AFE MADE [N THE CONTRACT OFDER HO. W ITEM1 DA,
FAR FART 13

[E. THE AECIE WU PEER CONTRACT.OFTER IS MOOFIED To FERLECT THE ADETHISTR ATIVE CH ANGES (oni a5 oo Riman dareiie asmartaderchar, ec| SET
FORTH IN TEM 14, PUFS @MT TO' THE Wl TH ORI ¥ OF FAR S AR,

MISI

C:. THIE SUFPLEMENT AL AGREELENT ISEN TERED M TO PUFSL ANT TO AUTHORITY OF:

=]

- OTHER ([ fiow 0L 00 .00 aRi 20w 300 20

E. MPORTAMT: Contracior D E nol, D E requined 0<ign fils document and return . coples of fie lssuing ofice

14, CESCRP TION OF AMENDREN TANODIFIC ATION oot COF bod e Seacings, Sty sedeio s damo o Speesasde owm & osie;

1. AMMEHND ELOCE 14LIHE 1 TO READ §654 .00 IH LETT OF $554 .00 - THCE EASE OF § 100 (i

EECAP: OLD PURCHASE OEDER TOTAL: $754.00
IHCEE ARE $100 00
HEW FURCHARE ORDER TOTAL - 65400

Exepmo provyded hersin, o | = mo ond cond §ono of ihe documen oe ferenced in | em S A ond 10 4,00 herenfor e chonged, remono unchonged ond in full e ond sfece
1SA. NAME MO TITLE OF SN ER (T.p+ o Pin| 197 .MAME AN D NITLE OF CONTRACTMG OFFICER /708 &2

M L MICHALES 8EC, TACG

15E. CONTRACTORCFFERDR 1560 HTE S ED 19 UM TEC' STATES OF WEFKG A 1950 HTE S ED
158EP 93
T b TR ST i TR
STAMDARD FORM 30 (Reu 1033
MSH T50M-1S22T Persoribed by G50
PREYI s ECITION LN L5 AL E F AR (43 CFF) 55,243

Continued on next page
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Commercial Procurement, Continued

Practice#9 Prepare a SF-30 based on the procurement request seen on the
following page modifying the purchase order from practice #4. The

following applies:
» Date of SF-30: 27 SEP 97
» Modification number: 001

» Modification will be signed by SKC F. L. Reams on 27 SEP 97.

Continue to next page
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Commercial Procurement, Continued

Practice #9 READ INSTRUCTICNS ON PAGE 2

PAGE 10F  PAGES

: DEPARTMENT OF TRANSPORTATION PROGUREMENT REQUEST NO.
(continued) S
ROCUREMENT EQUEST 17LFNOOY
ROCESS APIDLY DATE RECIEVED:
1. NAME, PHONE NUMBER, AND BOLITING SYMIBCL OF PERBON 1O CONTACT £ TYPE OF REQUEST (Check orw}
FS2 Your Name (501) 265-5557 A [X] NEW REQUEST
1 ORQINATING DATA
Galley 0. O SRR S0,
4 Sy sourees, data, sta)
Sysco MODIFICATION TO
543 Lofton Ave. c. L] SRIRags of
Alameda, CA. 94953
| Phona: (510) 623-2373
§5. APPROVALS & CONGIONEE AND DESTINATION
APFROVING OPPICIALD mouTING DATE | wTemmaL houtme Commanding Officer
oo wraia[“Roimwe | USCG Gorup San Franclsco
———— 8 o £ Coast Guard lsland
N Alamada, CA. -5000
FSC Finnes ] SC 9199 CA. 94052
B. D. Potemkin far 91997 7. OATENS) REGUARD
October 1, 1997
[ 8
D e m wo "H'-_p:.‘o' '1’.;
[ RIPTION OR SERVIC
"': 1TEM OR SERWICE Anakue Speciastors and Special insmucsions) ary T ESTRIATER COST
o ™ -] (] - g |
1. | Blankst Purchase Agreament for supplies and serices
not to excead $2500.00 per call. This BP A will be for the
period 01 OCT 97 through 30 SEP 88, Listed below is &
list of authorized caliers:
CWO2 B. Parker
FSC A. Gonzales
FS1 M. Deilaney
FS2 Your Name
W ACCOUNTING DATA
BYSTEMS DATA CHECK AFPLICABLE OUAATER
TOTAL
B Flow Bom Eem
::mmue:mmm PROJECT ACCOUNTING
LAL: | S.EWENT | CENVER | CLASe [TYPel Y | PR Mamen | gurec AMOUNT
21 XS6] o FN 3626912648 2% (95|
2 0 1
2 1 0 i

FORM DOT F 4200.1.2CG (REV. 2-04}
PREVIOUS EDTIONS ARE OSSOLETE

Go to page 4-18 for feedback
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Chapter 3

Government Procurement

Intro-
duction

References

In this section you will learn to prepare the following
forms to complete purchases from government sources.

SF 44 "Green Sheet" Multi line requisition form
CG 4940 Requisition Log

You will need the following manuals to complete this section.

Supply Policy and Procedures Manual(COMDINST
M4400.series)

Finance Center SOP (FINCENSTINST M7000.series)

continued on next page
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Government Procurement, Continued

Federal

Supply
Catalog

Reading
Assignment

The Federal Supply Catalog is a government - wide
program administered by the General Services
Administration (GSA) and the Department of Defense
(DOD).

Each item of supply included in the Federal Supply
Catalog has its own National Stock Number(NSN). The
NSN consists of a 4 digit Federal Supply Classification
code (FSC) and a nine digit National Item Identification
Number

Read part Ill chapters 1 and 2 in the Supply Policy and
Procedures Manual.

continued on the next page
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Government Procurement, Continued

MILSTRIP The word MILSTRIP stands for MiLitary Standard Requisitioning and
Issue Procedure. The MILSTRIP system provides the requisitioned
with a common language for making their requirements known and
the means for supply sources to automate the processing of
requisitions. The main features are:

Reduction of data to an abbreviated form for machine
processing.

Processing requisitions and issuing material on a Multi Line Iten
(form SF344)

Processing requisitions and issuing material on a Requisition
Log (CG-4949), and

Application of a uniform issue priority system to establish the
delivery requirement in specific time frames.

ARMS Automated Requisition Management System is the standardized
requisitioning system authorized for all Coast Guard units. Itis a
user friendly system which allows the user to initiate requisitions
and follow- on actions through a standard workstation.

Read part VI, Chapters 1 and 2 in Supply Policy and

Reading Procedures Manual

Assignment

Read Section E page 12E-4 paragraph 7 on Reserved
Fund Codes in the Finance Center SOP

Read Section E pages 12E-10 through 12E-14 for
information on ARMS.

Continued on the next page
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Government Procurement, Continued

Government Procurement, Continued

Muliti-line The SF344 is a multi-line item requisition form. This means that

Item any number of different items may be ordered by using one form,

ggg;‘sslg%% 4 Tather than a separate form for each item. In most instances the
requisitioner will fill out the lower portion of the form and submit

it to the supply office for processing.

DOCUMENT IDENTIFICATION

1%
Thoe | %x SH T pocnentvummer ] NGNATUMS GF REQUIALD)
IDEN, IDEN, 3 [-OREQUISIT.| 1. DATE | ™
1-3 46 7 335 - “ -6
NOTE: Entries in shaded blocks may be in
ITOCK HUMB ER 7. [} either the FIXED (F) or VARIABLE (V)
4 5. 6. UNIT . R N
e NN ADD- por QUANTITY sections - NEVER in both.
TNL SSUE
2-11 12-28 n-1 -4 B-2 5. REMANCS
PONM 344
MULTIUSE STANDARD REQUISITIONINGASSUE SYSTEM DOCUMENT promdhipyel ATION
(& O) 1280

Continued on next page
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Government Procurement, Continued

Government Procurement, Continued

SURF The SURF Requisition Log (CG-4940) is also a multi-line item
Requisition requisition form. As with the SF-344 the requisitioner fill out the
Log appropriate ordering information i.e. stock number, unit of issue,
(CG-4940)  quantity desired, cost, fund code (if known), obligation amount

and nomenclature. The form is then forwarded to the supply
office for processing.

TRPARTASINT OF — UMITGPFAC NUMBRR | SHRET NS
6 const oo ! SURF REQUISTTION LOG [ a
B T e T o A [CUARTITY TORTCO2T | Bocvaseivinay [ FORD Teecsaisiay |~ DATE RS YO ARG SR

o ! ® ol o o |'» oo | T YT v g9 b a9

Continued on next page
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Government Procurement, Continued

Practice #1  You have been tasked with ordering the following items on a

SF344.
ITEM U/l
SCRUB BRUSH EA

OVEN CLEANER GL

POLISHING PADS BX

GRIDDLE SCREEN BX

HOLDER, SCOURING KT
PADS

MEMORANDOM EA
BOOK
BALLPOINT PEN Dz

CARTON OPENER EA

STOCK NUMBER

7920-00-061-0038

7930-01-075-0776

7920-00-891-7573

7920-01-162-6064

7920-01-222-3521

7530-00-222-3521

7520-01-060-5820

5110-00-345-5289

QUANTITY COST

3 $2.48
4 $3.69
1 $29.32
1 $31.68
1 $12.52
4 $1.43
2 $2.35
1 $19.50

Go to page 4-19 for feedbacl

3-6

Continued on the next page



Government Procurement, Continued

Practice #2 You have been tasked to order the following subsistence
supplies on a SURF Log (CG-4940)

ltem U/l STOCK NUMBER QUANTITY COST

MARGERINE LB 8945-00-935-6854 60 0.65

BEANS,

REFRIED CN 8940-00-348-6976 6 3.45

HONEY JR 8925-01-080-1179 24 2.32

CATSUP BT 8950-00-127-9790 24 1.68

CLOVES,

GROUND CN 8950-00-539-9541 1 12.52

APPLE SAUCE,

INSTANT CN 8915-00-655-5718 24 1.43

BACON,SLICED

PRECOOKED CN 8905-01-243-0100 6 16.35

CHICKEN LB 8905-00-582-1340 200 1.78
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Chapter 4

CHAPTER 1 FEEDBACK

PRACTICE #1

FS1 Fiori, on board the USCGC Northwind (D-11), is
Issuing a cash sub voucher to purchase milk. The
program element is NW and the document sequence
number is 101. Verify your standard document number
against the one listed below.

26-95-315LNW101

FS2 Rollins, on the USCGC Revenge (D-7 MLCLANT
unit), is preparing a SF-44 to purchase doughnuts from a
local vendor. The program element is RV and the
document sequence number is 718. Verify your standard
document number against the one listed.

26-95-8053RV 718

FSC Ith of Group Mobile (a D-8 unit) is preparing a
purchase order to purchase produce. The program
element is GM and the document sequence number is
912. Verify your standard document number against the
one listed below.

26-95-2958GM912

FSCM McGraw of Base Honolulu (a D-14 unit) wants to
set up a blanket purchase order with the local vendor.
The program element is BH and the document sequence
number is 011. Verify your standard document number
against the one listed below.

26-95-3454BH011

continued on the next page
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CHAPTER 1 FEEDBACK, CONTINUED

Practice # 2

Today is August 31 1995. FS2 Gonzales ordered
subsistence supplies with a government VISA card. The
vendor is shipping the items today. The VISA card number
Is 3762928343. The banks transaction sequence number is
1221*. Write the nonstandard document number for the
above transaction on the blank line below.

32-95-0091B0241201

Today is May 4, 1995. FSCS Peters shipped a DFOS using
Federal Express. The carriers airbill number is R927523845,
the suffix is 112*. Write the nonstandard document number
for the above transaction in the blank line below.

32-95-013489134001

Write the correct DAFIS nonstandard document number for
MILSTRIP document number Z2076458930123, on the blank
line below.

3593202763235009

Note: For this exercise the suffix and sequence numbers
are included as part of the DAFIS Accounting Line.
However, you CANNOT add these numbers as they are
included by the FINCEN.

Write the correct DAFIS nonstandard document number for
the below listed GSA customer service order scenario.

Date: 10/02/95

OPFAC: 15222
Ticket #: 98654098

3595202680228418

Continued on the next page
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CHAPTER 1 FEEDBACK, CONTINUED

Practice #3

Document Number Document Type AlIN Number

21 95495 3TR043 BPA Supply Fund 82

Response: DTCG-49-95-V-TRA043

2195275 CGR112 Purchase Order UNICOR

Response: DTCG-27-95-W-CGR112

219527 51LY3235 Delivery Order

Response: DTCG-27-95-F-L Y3235

21 95 30 5 RSC098 Agreement

Response: DTCG-27-95-A-RSC098

Continued on the next page
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CHAPTER 1 FEEDBACK, CONTINUED

Practice # 4

The year is 1997. FS2 Perkins is aboard USCGC PT. Doran (a
D-13 unit) and issues a Purchase Order for program element PD, using a document
sequence number 404.

DTCG-80-9/7-S-PD404

The year is 1996. FSCS Malathion is attached to USCG Support
Center Portsmouth (a D-5 unit) and is preparing a delivery order
for produce. The program element charged for this transaction is
PH, and the document sequence number is 013. Verify the
number you constructed against the one listed below.

DTCG-27-96-V-PHO13

The year is 1996. FS2 Pearson, attached to the USCG Reliance
(a MLCLANT unit), is typing a Request for Training (SF-182).
The program element used is RL and the document sequence
number is 642. Verify the number you constructed against the
one listed below.

DTCG-80-96-F-RL642

The year is 1997. FS1 Prose is attached to USCG Base
Honolulu(a D-14 unit), and is preparing a blanket purchase
agreement. The program element is HL, and the document
sequence number is 202. Verify the number you constructed
against the one listed below.

DTCG-34-96-V-HL 202

CONTINUED ON THE NEXT PAGE
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CHAPTER 1 FEEDBACK, CONTINUED

Practice#5 2] /X S6/111/82/0/PE/14502/2617
mEe @ @ 6 6 O ©

1. AGENCY CODE

2. REGION/DISTRICT CODE

3. APPROPRIATION CODE

4. APPROPRIATION LIMITATION CODE (ALC)

5. ALLOTMENT FUND CONTROL CODE (AFC)

6. ALLOTMENT LEVEL INDICATOR CODE (ALIC)

7. PROGRAM ELEMENT (PE)
8. COST CENTER

9. DOT STANDARD OBJECT CLASS

4-5



CHAPTER 1 FEEDBACK, CONTINUED

READ INSTRUCTIONS ON PAGE 2

PAGE 1 OF PAGES

DEPARTMENT OF TRANSPORTATION FROCUREMENT RECLEST NQL
P ROCUREMENT EQUEST 25333357200
DATE RECIEVED
ROCESS APIDLY 02 Tana, 1995
1. MAME, PHOME NUMMEE R, A0 FOLITINE STME0L OF FERBCH TO CONTACT L TYPE OF REGUEET (Chack oney
FS2 Your Name /Ext 8381 A X New RECUEST
1 OMEINATIME OFFCS DATA
Galley e 1 FERDRGE B wo.
LEconomjcs ubrmea - - IFICATION TO
2041 Coronado Park:< - e %ﬁz?&}r‘ oH
Portland, OR. 5565
5. ARFROYALS L COMSIONEE AND DESTIMATION
APPRCYVING O ROUTING BaTE WTERMAL A TING OFFICER IN CHARGE
N * PR o U, 8. COAST GUARD STATION
& = = Coos Bay, Oregon 94954
Amn: FST Janson
FS1 Janson ) FSO 05/15/95
BMCM I. Donovan QI1C 0¥/15/93 7. DATEA(S) RECAMED
June 15, 1995
§. GOVERMMENT RUANESHED PROPENTY
Oves Ko mwl‘r-mﬂ:}
9. DESCRIPTION OF ITEMS OR SERVICES
e ENTIMATED COMT
o TEM O finckaty ot ana Spadel erucions) ch ar |
l. | Soil Master Detergent part number D717634454 13| Cs $143.00 3$1716.00
2 | Jet Dry part number C272543 08 | cs $32.00 $256.00
G3A Contract GS-OOF-30012
Expires 30 SEP 1999
FOB: Destination
Delivery Terms: 30 days ARQ
Payment Terms: Net 30 days
th ACCOUMNTIMGE DATA
AYETEMS DATA CHECK APRUCADLE GUARTER
TOTAL
o gw . ™ $1972.00
- um |are | L PROGAAM | COST | omer i PROJECT ACCOUNTING
YT | cooe | cOoE {T] FLFMENT | CENTEM | [YPE! FY | FR NUMEEA | SUFAX AMOUNT
2 01 1113130 fof 77 30478 (2634 |21 95 1355770724 $1972.00
2 4] Fa
2 0 Fa)

FORM DOT F 3200.1.2CG (REV, 2-34)
PREVIOUS EDITIONS ANE OBSOLETE

4-6
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CHAPTER 2 FEEDBACK, CONTINUED

Practice #2

U.S. GOVERNMENT
PURCHASE ORDER- INVOICE- VOUCHER

DATE OF ORDER ORDER NO.
May 14, 1997 2697-287-TRM138

PRINT NAME AND ADDRESS OF SELLER (Nuwber, Swees, City, and State)
? Jimmies Fish Market
: 123 Water Street

Key Wi orida 33040-0005
tw&m.ﬂmm (Name and advivess)

USCOC Rambder (WLIC 298))

GO CG Bass

196 Tradd Swens

Chartessan, SC. 29401-101.7

SUPPLIES OR SER VICES QUANTITY |UNIT PRICY AMOUNT

Swordfish Suwaks 10LBS.| 575 | s7.50

Prawns ISLBS| 525 | 7875

v
L <
AGENCY NAME AND BILLING ADDRESS®
s CO(2617) TOTAL 136.25
A USCG Finance Cene BocouT T
1430A Kristing Way

% Chesspeske, VA. 233261122 DATEINVOICT RECEIVED

ORDERED BY (Sigmumen and tte)
J. R, Peeves, SKC, Contracting Officer

PURPOSE AND ACCOUNTING DATA

2/7/XS6/107/82/0/RM/16306/2617

PURCHASER-To sign bslow for over-the-countar delivery of items

RECTIVED BY
TITLE l DATE
SELLER - Ph—r-dllﬁ-dua.(:qyz
O g O n:ul:rm $
NO FURTHER INVOICE NEED BE SUBMITTED
SELLER DATE
BY (Signanere)
1 cartify that this seceunt is carreet md proper DIFFERENCES
for puyment in the s moumt of
s ACCOUNT VERIFIED
commecrror{
(Asthari 3ed conitying e@fioer) BY
2 o [3 CASH | DATEPAD VOUCHER NO.
FLEASE INCLUDE I SELLER'S INVOICE
ZIP CODE omacaAL AR (62T 5 11360
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Chapter 2 Feedback, Continued

L]
Practice #3
Smnderd Borm 1148
e e Troasmey RECEIPT FOR CASH-SUBVOUCHER Subvoueher Na, _ 10497
ITrRM 31 July 97
1148-408 {Ts be moed when twveles s net nvailable) Dwe 2.0 & L
Received in cash from _ JSCOG C Resotus (WMEC 620) -
INTERIM RECEIPT FOR CASH **Two hundred m.in_y_nine dollargt sennsananssanas 0 s 23970 ) for the following:
DATE QUANTITY ARTICLES OR SERVICES AMOUNT
Received of Imprast Fund Cashi 301B Crab, Alaskan Ki.ng @ 7.99 $239.70
| for which I hoid /
myself accountable to the United /
States,
i
. 1 Vendor_ AlvinsMarket .
(Sgpiere) H
¢ Address, 3ComcAveme e, e Tters of Vo R == =
Coos Bay, OR. 97420-0001 Tite o ea - g 0 90, e g o 5 o g e e e
Be sure Gh’l?r?:ﬁi’l?‘ilrk-d “yorp- = BOW BN W EBTRING
am * yo on the transe PURPORE Creject, sad RO. ) Awo mou
A e e ks e remmien PROIECT, LUNCH 26/XS6/121 B2AYRLI12106/2617
’ 1 M. P. Richards SKC, CONTRACTING OFFICER
UL QRO Wes-m-ew ! DOCID #26-97-2176RL212

4-8

Continued on next page




CHAPTER 2 FEEDBACK, CONTINUED
Practice # 4

ORDER FOR SUPPLIES OR SERVICES "‘th oF "“‘11'3

IMPORTANT: MARK ALL PACKAGES AND PAPERS WITH CONTRACT AND/OR ORDER NUMBERS.

——— A MARKALL
1. DATE OF ORDER 2. CONTRACT NO. (if axy) 3. ORDER NO. 4. REQUISTTION/REFERENCE NO,
25 September 1997 DTCG-28-97-P-FP314 21972877FP314
5. ISSUING OFFICE (Name, sddmes and ZIP Code) 6. SHIP TO: (Consigres and sddress, ZIP Code)
CONTRACTING OFFICER CONTRACTING OFFICER
USCG Station . Pierce USCG Station Pr. Pierce
Panama City, FL. 86754-0030 Panama City, FL. 86754-0030 .
PHONE: (211) 845-3089 SHIP VIA:
7. TO: CONTRACTOR (Name, addwes tnd ZIP Code) & TYPE OF ORDER
MARY'S Cake Docarating Supplics [X] A PURCHASE - Retarence your
67823 Market Streot P
Fort Pierce, FL. 23773 pecied an prgs | and 1 of his enter sad v e
PHONE : (211) 555-5555 T e L gt e e
D B‘LDE_IVERY - Bampt far Wiking iastroctvessa e reveme,
-qu-n’--h—u—',---—_-n-d
o Camtrast.
9. ACCOUNTING AND APPROPRIATION DATA 10 REQUISITIONING OFFICE
FS2 Your Name
2/77101/107/30/0/FP/30309/2687 11. BUISNESS CLASSIFICATION (CHECK APPROPRIATE BOX(ES))
.,,: l-m: b WOMEN-
D SMALL D SMALL D :D VAN- E OWNED
12 F 0. B. POINT 14. GOVERNMENT BA NO. 15. DELIVER TO F. O. B. POINT 16. DISCOUNT TERMS
DESTINATION QN OR BEFORE bw)
13. PLACH OF INSPECTION AND ACCEPTANGE | :URCHASE AGREEMENT NET 30
DESTINATION EE SCHEDULE
17. SCHEDULE (Ses Page 2 for Rejections)
TTEN QUANTITY] UNIT UNTT IQUANTITY
s OR
No. UPPLIES ®) SERVICES ORDERED | (D) PRICR wg,,m | ACCEPTED
(AY (=] ® &
1. Copy Cakn 1 EA 240.00 240.00
MR. VENDOR,
ENSURE THAT THE NUMBER SHOWN IN BLOCK
#3 OF THIS PURCHASE ORDER IS CITED ON
YOUR INVOICE.
18, SHIPFING POINT 19. GROSS SHIPPING WEIGHT 20. INVOICENO. 1H).TOT
SEE BULLING 4:.;,_
W"‘;’,mmm: (inckade ZZP Code) CO (2197 2877FP314) FINCEN 17m.
REVERSE 1430A KRISTINA WAY, CHESAPEAKE, VA. 23326-0623 240.00 GRAND
POR VENDOR PAYMENT INQUIRIES (804) 523-6940 § TOTAL
23 NAME (TYPED)
22. UNTTED STATES OF AMERICA
BY M.D. Zimms
TITLE: CONTRACTING/ORDERING OFFICER
OPTIONAL FORM 347 (10-83)
Preacribed by GSA

FAR (48 CFR) 53.21Xe)

Continued on next page
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Chapter 2 Feedback, continued

Compare the following statements with those you completed on
Practice#5 page 3-21:

* When placing a call against aBPA, the authorized caller must
assign acall number.

» Asthe vendor supplies the material to the unit, he/she must also
provide adelivery ticket.

» All callsagainst a BPA must be recorded on acall record sheet
and submitted to Finance Center with delivery tickets monthly.

Continued on next page
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Chapter 2 Feedback, continued
Practice #6

PAG
ORDER FOR SUPPLIES OR SERVICES £ e
IMPORTANT: MARK ALL PACKAGES AND PAPERS WITH CONTRACT AND/OR ORDER NUMBERS,
< —ATXAGES AND PAPERS WITH CON
1. DATE OF ORDER 2. CONTRACT NO. (¥f any) 3 ORDER NG, 4. REQUISITION/REFERENCE NQ.
010CT 97 DTCG31-97-VFNOO1L 2698317VPNOO1
$. ISSUING OFFICE (Name, 1ddzmes and ZIP Code) & SHIP TO: (Consignos and sddsmes, ZIP Code)
CONTRACTING OFFICER
USCG Group San Francisco SAME AS BLOCK #5
Coast Guard Island
Alameda, CA. 94952-5000  Phone: (510) 765-5500 SHIP VIA:
7. TO: CONTRACTOR (Nune, sddess and ZIP Code) & TYPE OF ORDER
Sysco [X] A PURCHASE - Refaronce your
543 Lofton: Ave,
Alameda, Ca. 94953 i S i s
Phone: (510) 623.2373 T s b g s et
D E:_ DELIVERY - Kacupe tar lling isarocusesen e revvme,
-ly ‘-'ﬁ‘:‘;-—---—‘md
B Sheve-g minend Satiraat.
9. ACCOUNTING AND APPROPRIATION DATA 10. REQUISITIONING OFFICE
FS1 DEBRA HOWARD (SUPPLY) 5555
11. BUISNESS CLASSIFICATION (CHBCK APPROPRIATE BOX(ES))
g Dis- WOMEN-
_ B oaw O o [ vo
12 E O.B. POINT 14. GOVERNMENT BA. NO. 1S. DELIVER TO F. O. B. POINT 16. DISCOUNT TERMS
DESTINATION ON OR BEFORE (P
13 PLACE OF INSPECTION AND ACCEPTANCE P(EI:G-IASE AGREEMENT NET 30
SAME AS BLOCK #$ SEE SCHEDULE
17. SCHEDULE (See Page 1 for Rejections)
[T=EM IQUANTITY] UNIT UNTT JQUANTTTY
NG SUPPLIES g;. SERVICES Qua r e Allg;m’r 2
A) © ® Q)
1. THIS IS A BLANKET PURCHASE AGREEMENT
FOR VARIOUS ITEMS OR SERVICES WHICH
THE CONTRACTOR MAY BE IN A POSITION
TO DELIVER TO THE U. 5. COAST GUARD.
IF ANY, WHEN REQUESTED BY THE
CONTRACTING OFFICER OR AN AUTHORIZED
REPRESENTATIVE DURING THE PERIOD OF
1 OCT 93 THROUGH 30 SEP 94.
(SEE CONTINUATION SHEETS)
1&. SHIPPING POINT 19. GROSS SHIPFING WEIGHT 20. INVOICE NO. 17(H).TOT
SEE BULLING =
mau::nm 2. MAIL INVOICE TO: (iachade ZIP Coda) 7@,
REVERSE SAME AS BLOCK #5§ ;;::AN:
23 NAME (TYPED)
22. UNITED STATES OF AMERICA S. B. Carsan, SKC, USCG
BY (Hgnetare) <
TITLE: CONTRACTING/ORDERING OFFICER

OPTIONAL FORM 347 (10-83)
Pmeczibed by GSA
PAR (48 CFR) 51.213(e)

Continued on next page
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Chapter 2 Feedback, continued
Practice Exercise, #6 continued

1

A

L

ORDER FOR SUPPLIES OR SERVICES

IR SCHEDULE - CONTINUATION
- .ol

PAGE NO.

20f 3

IMPORTANT: Mark il and with camtreat wnd/er erder nwmbary
“DATEOFORDER. — ] CONTRACT NUMBER. ORDAR NUMBER
01 OCT 97 DTCG31-97--VFNOO1 269831 7VFNOOL
nu.“ m&u—vu g’nm’f u;r U': ARDTRT m!“‘m
) —e L} -

2 EXTENT OF OBLIGATION: The Governmentis
not obligawd 10 arder any supplics or services
under this agmement. The Govermment reserves the
right 10 award contracs or agroements W othor
vendors for liko supplics or services during the same
period of this sgroement. The Government is
obligated xnder this A greoment omly 10 the extent
of axthorized calls actually placed againat this

A greement,

3. PURCHASE LIMITATIONS: An individual call
pinced undes Lhis Agreement shall not excoed
$2,500.00.

PRICING COMPLIANCE: The vendor warrants
by parformance of any call placed under this
Agrooment that the prices charged the Govemment
shall bo as low ar lower than thase charged
favosed for b itios under
similar wrms and conditions inclhuding any
discounss for prompt pryments. The vendor shall
Pprovide current pricing catalog w parchasing
office, if and when mquesied by the Cantracting
Officer.

s ORDERING PROCEDURES AND LIMITATIONS:

& Call Orders: Calls placed under this Agroement will
generally be mads by oral solicitation without writea
confirmation by the Govemnmer: ~ach call will be
assi good am identification mum o

The identification mumber along with the BPA number
shown on the Fixst page of this agroement shail be
used when calls are placed by the ordering activity
and the vendor in the prepanation of delivery tickets
and mvaices.

& AUTHORITY TO PLACE CALLS: ALL CALLS
PLACED WITH THE VENDOR UNDER THIS

AGREEMENT MUST BE ACCOMPANIED BY A BPA
“CALL NUMBER" AUTHORIZED BY THE

CONTRA CTING OFFICER THE ROSTER BELOW
INDICATES THOSE PERSONNEL WHO HAVE BEEN

GRANTED AUTHORITY TO PLACE ORDERS AND

COMMIT GOVERNMENT FUNDS.

Peaaunl whe s suthorized 10 plage calls:
CWO2 B. Parker

FSC A. Gonzaics

FS1 M. Delaney
FS2 Your Namo

TOTAL CARRIED FORWARD TO 1ST PAGE (ITEM 17(H))

OPTIONAL FORM 348(10-83)
Prascribed by GSA
FAR (40CPR) 53.213(s)

4-12
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Chapter 2 Feedback, continued
Practice Exercise, #6 continued

ORDER FOR SUPPLIES OR SERVICES raaria
SCHEDULE - CONTINUATION 3063
IMPORTANT: Mark sl amd with sontract and/er erder numb ey
DATEOFf ORDER CONTRACT NUMBER ORDER NUMBER
01 0CT 97 I DTCG31-97--VFNOO1 2698317VFN0OL
“IET [QUANTITY
SUPFLISS OR SREVICES QUANTITY | agqy unT ARO[ QU

6 DELIVERY TICKETS: All shipments undec this agreement
thw-wmﬁnwﬂ-dﬂ:
ch ine the foll . R .

& Nams of wendor.

b Bla: |, -hass Agroemont number.

& Dam o ail

d. Description of commoditios or services farnished.

. Quantity, unit price and extension of cach line item
less applicable discounts.

f. Dam of delivery, pickup or shipment.

g Call identification number.

h. Signamm of Cosst Guard mceiving official

7 INVOICES: The vendor shall accumuiate delivery tickets

famwymfchbﬂlh‘pdodm

billing period shail be monthly. The invoice shall include &

List of the delivery ticknts for which peyment is requesind, the

amount of cach snd the total dwe. The invoice shall be

with accompanying delivery ticksws, zhall be mailed 1o the

address listed on pags | block S.

TOTAL CARRIED FORWARD TO 1ST PAGE (ITEM 17(H)) »

OPTIONAL FORM 344(10-53)
Prascribed by GSA
FAR (46CFR) 53.21%(s)

Continned on next nage
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Chapter 2 Feedback, continued
Practice Exercise#7

USCG TRACEN PETALUMA
COAST GUARD DINING FACILITY CALL SHEET

MONTH VENDOR: RITZ FOOD SERVICE

ADDRESS: P. O. BOX 69
' SANTA ROSA, CA. 95402

PHONE NO.: (800) 998-9070
OC:

P
CALLER NAME: FSC J. L. EISEN SIGNATURE:
CALLER NAME: FSCS D. A. KARBO SIGNATURE:
CALLER NAME: SIGNATURE:
CALL # J DATE CALLER INVOICE # AMOUNT | EX TOTAL| VISA #
001 4123 MN PAGADOR AP 15861 489.00 489.00 1234

SUB TOTAL __489.00
LESS CREDITS

ACCT: 2/QfXS6/174/PT/0/82/61200/2617 GRAND TOTAL __489.00

Continued on next page

4-14



Chapter 2 Feedback, continued
Practice Exercise, #8

REQUEST FOR QUOTATIONS | THE NOTICE OF SMALL BUMNRSS - SMALL FURCHASE ST - ASIDE ON FAGE 3 OF THIS FORM
ER =

PAGE q‘ PAGES
1 1

L RBQUENT NO, 1. DATE BSURD A REQUEITION RCEASE NO. . CRRT.PFPOR NAT. DEW., “mG
15 June 1995 | "DTCG32.937YEC20 Voo ez P

* "CONTRACTING OFFICER i N
US COAST GUARD ACADEMY 15 August 1995
NEW LONDON, CT. 06320 - AEEYSY

S FOR IMPORMATION CALL: (e s siopions .3 (0 ol oy »os orm
ES2 Your Name (332) 5252738 DewTouTION 0 s

[ 8 HA-ADMW”C“ p. D (Connignes sad wilag

T3P enda

Ape Appliance CONTRACTING OFFICER
313 N. Main US COAST GUARD ACADEMY

Baltimore, MD. 04035

10. PLEASK PURNISE QUOTATIONS TO TER
DSUING

NEW LONDON, CT. 06320

e ———————
1. wmmunonm-”-—_u-)
OFFICE ON OR BEFPORE CLOSE

OF BUSINESS (Den)

7/15/95

O orema rwansmars

[ vsaovarrscan

O wosanomm

IMPORTANT: This is & recmast for -d doms farni

return & This requent doms nu—m"icGw-nbpy-ymhmhhmdi‘mhhd&hmw-mh

supplics of services. w-ndh-&m’p‘-“muh&bjm. Any

andjor certifi sutached 1 his
Raquest for Quotations must be completad by the quotsr.
123. SCHEDULE (achude spplicsbls Fedaral, stase snd Ibal e
TTEM NO. P 88 QUANTTTY untr UNTT PRiCE AMOUNT
(€] ®) e} 1] (0] L]
1. | FROSTLINE FREEZER, WALK-IN, 1 EA
MODEL #98SD
16 CALENDAR DA TS 20 CALRNDAR DATY 3 CALRNDAR DAYS CALENDAR DAYS
13. DISCOUNT FOR PROMPT PAYMENT »
I % % %l %
NOTE: Page 2 must slso be compietad by the qouter.
14. NAME AND ADDMENS OF QUOTER (Buwer, siay, svnsry, Sume 15, SIGNATURE OF FERSON AUTRORIZED TO SION 6. DATE OF QUOTATION
P Cote) QUOTATION
17. NAME AND TITLE OF SIGNER (Type or Priat) 8. w_:?

NEN 7540-01.153-3004
PREVIOUS EDI'TIOGN NOT USARLE

STANDARD PORM 13 Rev. 10-83)

Preserbad

vy
FAR (48 CFE) T3213- 1)

4-15
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Chapter 2 Feedback, continued
Practice Exercise, #8 continued

REQUEST FOR QUOTATIONS | 72 vorscs or miaie “aLL R -ASIDE ON PACE 0P TIMPOIM | PAGE jf PAGES
IS NOT AN ORDER » B NOT APFLICABLE.
L RBQUEST NO. 1 DATE BSUED % ANGUS RCRASE REQURET NOv [ GamT.PoR MaT.om. ]
15 June 1995 | DTCG32-9SJAD020 ostwar a3 P
e — 313 5 - DELIVER 8Y (Douy
CONTRACTING OFFICER
15 August 1995
US COAST GUARD ACADEMY 18U
NEW LONDON, CT. 06320 DY Y
53. POR PPORMATION CALL: (Nome and wiephane 20.) (Mo caibeet culln) vos D orEa
FS2 Your Name (332) 525-2738 DeTOTION (s s
5. NAME AND ADDRESS INCLUDING IXP CODS p. ?::N.Am(ﬂu’--l“t-u*'
o ) CONTRACTING OFFICER
Sil 1
1800 ;,::‘;p o US COAST GUARD ACADEMY
Alexandira, V.. .36 NEW LONDON, CT. 06320
mm_mmﬂ—m
ISMANG OFIFICE ON OR BEFORE CLOSE
OF DUSINENS (Dow)
7/15/95 0O mex O ormsaraansuas D DRADVANTAGED 0O wormowam
IMPORTANT: This is 2 request for & on, md joms funished are not offers. Iif you ws unable o quots, please 30 mdicate ox s form :nd
returm i This requast does oot commit the Government © pay sy cose mcmred in the P of the submission of this or © contract for

nqﬁhw-nb-.m-mdh-ﬁm-h-mmhm. Amyr -dhor axached © by
Request for Quatasions must be completad by the quotar.

13. SCHEDULE (tnchais spplicabls Fedaral, saie snd ocal txxes)

ITEM NO. SUPPFLISSSRRVICHS QUANTITY UNIT UNIT PRICE AMOUNT
w » © ) ™ )
1. FROSTLINE FREEZER, WALK-IN, 1 EA
MODEL #98SD
10 CALENDAR DAYS 29 CALENDAR DAYS 39 CALENDAR DA CALENDAR DAYS
13. DISCOUNT FOR PROMPT PAYMENT
> I % % % %
NOTE: Pago 2 muat alao be commpieted by the qouter.
. NAMER AMD ADDAESS um(&‘.q.—.h 15, SICNATURS OF FERION AUTRORIZED TO SION . DATR OF QUOTATION
2 Cosn) QUOTATION
) - TRLEPWONE NO.
17. NAME AND TITLE OF SICNER (Type or Priax) 18 Hrtyaiiapdot'
NEN 7540.01.152-9084 STANDARD FORM 18 (Rev. 10-83)
PREVIOUS EDITIGN NOT USABLE biivopropiedipey

FAR (48 CR) 315+ Un)

Continued on next page
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Chapter 2 Feedback, continued
Practice Exercise, #8

IS N
L RBQUANT NG.

REQUEST FOR QUO]'AT]ONS THR NOTICE OF SMALL BUNNESS - mu.rulcu-.'r < ASIDE ON PAGE 3 OF THIS PORM PAGE PAGES
(THIS » 1 NOT APPLICABLE.
z. DATE DD REQUEITION/FUACEASR REQUINT RO, . CBRT.POR NAT. DEW. RA'
15 June 1995 | DTCG32.951A 000 Vo toas ms.2 bl iﬁié

SA. ISUSD 5Y

. DELIVEL BY (Dom)
CONTRACTING OFFICER 15 August 1995
US COAST GUARD ACADEMY
NEW LONDON, CT. 06320 7 DO
m—a‘_m_._, »os o
FS2 Your Name (3 32) 325-2738 DeTTATION o

8. NAME AND ADDRENS INCLUDING TIP

AIKMAN REFRIGERATION CO.
12 Stony Point Road
Glen Burnie, MD. 04872

+ DESTINATION (Caasigees snd sdshous inciunling
% cade

CONTRACTING OFFICER
US COAST GUARD ACADEMY
NEW LONDON, CT. 06320

[y mmmquonnommm 1. CLASSIFICATION (Chosk apprepaioss vases)
EMLING OFVICE ON OR MIPORE CLOSE
OF BUEEGISE (Do}
71595 0O s O orwsa raansmars O veanvarracen 0 woramomen

————
IMPORTANT: This is 2 requast for mformac

s 8ot offars. Eygmu&hhmp\--..ﬂens-!hh--d

Texws & nbm-h._a-ﬂuawm-m-ymhmdh-. b ar v comract br
suppliss or services. hﬂ-nddﬂu&m“ﬂmwwm Ayt andhr % atached o his
lquhm-ﬂhwh
13. SCHEDULE &Mﬂvﬂhﬁhl’d‘ﬂ.maﬁhﬂlu-)
ITRM MO, SUPFLIRSAER VICRS QUANTITY uney UNIT PRICR AMOUNT
[C] ®) ) “w L] [/]
1. FROSTLINE FREEZER, WALK-IN, 1 EA

MODEL #98SD

CALENDAR D,
_ 13. DISCOUNT FOR PROMPT PAYMENT »I“ ARDATS

T e
CALENDAR DAYS

Yo

T v e .
20 CALERNDAR DAYS

%

3 CALENDAADATS
‘Y]

%

NOTE: Psp!m:kohemphedbylheqm

14. NAME AND ADDARMS OF QUOTER (Swver, sy, comury, Soume
T Code

15, SIGNATURE OF FERSON AUTNORIZED TO SIGN
QUOTATION

16. DATE OF QUOTATION

17. NAME AND TITLE OF KIGNER (Type ar Prias) 15. TELAPNONE NO.

s code)
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Chapter 2 Feedback, continued
Practice Exercise, #9

AMENDMENT OF SOLICITATION'MODIFICATION OF CONTRACT it N T
T AMEMOMENTAMO DIFICATION NO. 3. EFFECTIVE DATE 4. REQUISITION/PURCHA Sk REQ. NG. . PROJECT NO. (¥ sppiicaive)
0001 27 SEP 97 219728877FP314
8. ISSUED BY 7. ADMWESTERNED BY (¥ arher than tem & coom|
CONTRACTING OFFICER

USCG Station Fort Pierce
Panama City, F1. 86754-0030

S MAME AND ADORESS OF CONTRACTOR (V.. stwet courny, Sise snd ZZ¥ Cadle) (/) |®A. AMENDMENT OF SOLICITATION NO.
MARY'S Cake Decorating Supplies
67823 Market Street 8. DATED (SEE ITEM 11)
Fort Pierce, FL. 23773
Phone: (211) 555-5555 10A. MOOWFICATION OF CONTRACT/ORDER NO.
X DTCG28-97-P-FP314
108. DATED (8EE ITEM 13)
cocs [racarry cooa 25 SEP 97

11. THIS ITEM ONLY APPLIES TO AMENOMENTS OF SOLICITATIONS

[T The above numbered soiicitation is amaended as set forth in lem 14. The hour and daie specified for receipt of Offers [ s extended, []ie not extended.
Offers must acknowiadge receipt of this amendmaent prior 1o the hour and date specified in the solicitation or as amended, by one of the following methods:

& com| thgnnmsaand153ndr T copies dm.anwmmcbam FOCO oflhlt.lmondnunt
gﬂ' tt%‘: éﬁr3¥ -ogu z?sg wheih incdudes a (u): A ngw ug' dmen mbers. A UREeg?Y
ACKNOWLEDGE € RECE!VED AT THE PLACE DESIGNATED FOR THE RECEIFT OF OFFERS PRIOH TO TH HOUR AND
E SPECIFIED MAY RESULT IN REJECTION OF YOUR OFFER. If by vitwre of this amendmant you desire to change an offer aiready submitted,
chaogom-yhlmadoby ogumalen. p'owdoduditabg'lmcrhhrmdmnroiweneol:h.oo“aulennndho-nondmom.andl‘mwb
mh«l d date specified.

12

AMD APPROPRIATION DATA (F requered )

13. THIS TEM APPLIES ONLY TO MODIFICATIONS OF CONTRACTS/ORDERS,
IT MODIFIES THE CONTRACT/ORDER NO. AS DESCRIBED IN [TEM 14.

)| A THIB CHANGE 1 ] ANT TO: {Specly suehory) THE CHANGES BET FORTH IN ITEM 14 ARE MADE I THE CONTRACT ORDER NC. ¥ ITEM 10A.

X F.A.R. PART 13

8. THE ABROVE MUMBSER CONTRACT/OACER IS MOOK ED TO REFLECT THE ADMINISTRATIVE CHANGES {such as change s in paying cffce. approprission dew, exc) €T
FOATH M ITEM 14, PURSUANT TO THE AUTHOMITY OF FAR 43.1938).

C. THIB BUPPLEMENTAL AGREEMENT IS ENTERED INTO PURBUANT TO AUTHOMITY OF:

D. OTHER (Spectly ypw of modticason ard antoriy)

E. IMPORTANT: Contractor D s not, D s required to sign this document and retumn copies ot the issuing oftice.

14. DESCPIPTION OF AMENDMENT/MOOIRICATION (Orpanized by UCF section

o, BCT subyect metier whare lessible.)

1. AMMEND BLOCK 17 LINE 1 TO READ $290.00 IN LIEU OF $240.00 - INCREASE OF $50.00

RECAP: OLD PURCHASE ORDER TOTAL: $240.00
INCREASE $50.00
OLD PURCHASE ORDER TOTAL: $290.00

Excest ua provided hersin, sl terms end ot the in lmen SA and 104, 88 god and in Al ferse and etiest
1SA MAME AMD TITLE OF BIGMER (Type o Prirg 1ummmammoﬂnmrﬁuam
F. L. Reams SKC, USCG

158, COMT RACTONOFF EROR 1SC. DATE SIGNED 188, UMITED STATES OF AMEMICA 16C. DATE SIGNED

27 SEP 97

of Conwr. Othcwr ) re of (o)
STANDARD FORM 30 (Rev. 10-83)

NSM 7540-81-152-0079 Perscribed by GSA
PREVIOUS EDIMON UNUSABLE

FAR (48 CFR) 53.243
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Chapter 3 Feedback

Practice Exercise, #1

MULTIUSE STANDARD REQUISITIONING/ISSUE SYSTEM DOCUMENT

boc. - IEUWTURE OF SRSy
P | wmc | ¢
13 48 r -
NOTE: Entrios in shaded blocks may be
SFOCK WM A g sicher the FIXED (F) or VARIABLE (V)
‘nl'.' (™ ? : ssctians - NEVER i both.
waum 2
=11 B30 7% ] - . MRANGY
7920 | 00-061-0038 EA | 1 SCRUBBRUSH 48 $7.44
7930 | 01-075-0776 GL [ 1 OVEN CLEANER 33.69 $14.76
7920 | 00-891.7537 BX | |
7920 | 01-162-6064 BX | | GRIDDLE SCREENS  $31.68 $31.64
7920 | 01-222-7798 KT L HOLDER 292 $1293
7530 | 00-222-3521 EA ] MEMORANDUM BOOK $1.43  $5.72
7520 | 01-060-5820 DZ | | BALIPONTPEN  ©215 4
5110 | 00-345-5289 EA L] CARTON OPENER_ 31950 __ $19.50}
i
l 1 TOTAL 312564
| 1
||
{1
I
! l TTANBALD PO 344

PED v9ie EOITIC .
CIERAL S VICED ADMPENTEA BON
PR 1 CU -3
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Chapter 1 Feedback, continued
Practice Exercise, #2

[, — ]

Frgseeiael SURF REQUIKITION LOG 114111

HoEEN) — ol o ) o® | an - . I €]
$9435-00-935-58854 | LB| co06d 65 XN &9 M.?n. 1 b, prioes
$940-00-348-6976 | ON| 00006 3.45 XN | 32070 Beans Refried, #10
3925-01-080-1179 | JR | 00024 .32 XN | $55.58 Hoooy
$950-00-127-9790 | BT] 00024 1.68 XN | 340.32 Catmp, Toamato
$950-00-539-9541 |ONJ oooot | 1242 XN | $12.52 Cloves, Gramd
$915-00-633-5718 00024 | 143 XN 2 Applesmre, Intare _
$905-01-243-0100 | LB] 00006 1635 XN | %981 Bacom, Sliced, Precooked
8945009356854 18] o200 | 173 xN | 8336 ;

TOTAL: 9656.64
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Chapter 5

DAFIS Accounting check off sheet

Directions

The student has just practiced performing the tasks necessary to

interpret and construct DAFIS accounting lines. Provide the

student an additional scenario to test their level of proficiency. Use

the check-off sheet below as a guide, and the manuals as the

standard

Did the student construct and interpret:

DAFIS accounting line
. A.W. FINCEN SOP

DAFIS standard document number
[.A.W. FINCEN SOP

DAFIS non-standard document number
[.A.W. FINCEN SOP

Acquisition Instrument Identification Number
(AlIN) I.LA.W. FINCEN SOP

5-1

YES

NO



Purchase Order Check Off Sheet

Directions

The student has just practiced performing the tasks necessary to
execute a small purchase using a Purchase Order (CG-5398, OF-
347). Provide the student an additional scenario to test their level of
proficiency. Use the check-off sheet below as a guide, and the

manuals as the standard

Did the student?
YES

 Obtain price quotes
* Prepare a Procurement Request
(DOT F 4200.series) and submit to

supervisor for approval

* Prepare Purchase Order and submit to
supervisor for approval

NO

5-2

Continued on next page



Imprest Fund Check Off Sheet

Directions

The student has just practiced performing the tasks necessary to
execute a small purchase using Imprest Funds. Provide the student
an additional scenario to test their level of proficiency. Usethe
check-off sheet below as a guide, and the manuals as the standard

Did the student?
YES NO

» Obtain price quotes

* Prepare a Procurement Request
(DOT F 4200.series) and submit to
supervisor for approval

* Prepare Receipt for Cash Sub voucher
(SF-1165) and submit to supervisor for
approval

Continued on next page
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SF-44 Check-Off Sheet

Directions

The student has just practiced performing the tasks necessary to
execute a small purchase using Purchase Order-Invoice-Voucher
(SF-44). Provide the student an additional scenario to test their
level of proficiency. Use the check-off sheet below asaguide, and

the manuals as the standard

Did the student?
YES

 Obtain price quotes

* Prepare a Procurement Request
(DOT F 4200.series) and submit to
supervisor for approval

» Prepare Purchase Order-Invoice-Voucher
(SF-44) and submit to supervisor for
approval

NO

5-4

Continued on next page



Blanket Purchase Agreement Check-Off Sheet

Directions

The student has just practiced performing the tasks necessary to
execute a small purchase using a Blanket Purchase Agreement.
Provide the student an additional scenario to test their level of
proficiency. Use the check-off sheet below as a guide, and the

manuals as the standard

Did the student?
YES

 Obtain price quotes

* Prepare a Procurement Request
(DOT F 4200.series) and submit to
supervisor for approval

* Prepare Purchase Order(CG-5398, OF-347)
and submit to supervisor for approval

NO

5-5

Continued on next page



Credit Card Check-Off Sheet

Directions

The student has just practiced performing the tasks necessary to
execute a small purchase using a Government-wide Commercial
Credit Card. Provide the student an additional scenario to test their
level of proficiency. Use the check-off sheet below asaguide, and

the manuals as the standard

Did the student?

 Enter the call number

* Record the Julian date

» Execute small purchase

* |nitial thelog

 Record the vendor invoice number

» Enter the last four numbers from the
credit card

» Record the amount of merchandise ordered

YES

NO

5-6

Continued on next page



SF-30 Check-Off Sheet

Directions

The student has just practiced performing the tasks necessary to
modify an existing purchase order. Provide the student an
additional scenario to test their level of proficiency. Use the check-
off sheet below as aguide, and the manuals as the standard

Did the student?
YES NO

* Prepare an Amendment of Solicitation/
Modification of Contract (SF-30)

Continued on next page
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Multi-line Item Requisition Form (SF 344) Check-Off Sheet

Directions

The student has just practiced performing the tasks
necessary to execute a small purchase using a Government
wide commercial Credit Card. Provide the student an
additional scenario to test their level of proficiency. Use the
check off sheet below as a guide, and the manuals as the

standard.

Did the Student?
Enter the FSC number
Enter the NIIN
Enter the unit of issue
Enter the quantity in 5 digits

Enter the name price and total in
the remarks block

Enter the sheet total below the final
ltem

Record the amount of merchandise
Ordered

YES NO

5-8

continued on the next page



Multi-line Item Requisition Form (SF 344) Check-Off Sheet

continued

Directions

The student has just practiced performing the tasks necessary to
execute a small purchase using a SURF Requisition Log, (CG-4940).
Provide the student an additional scenario to test their level of
proficiency. Use the check-off sheet below as a guide, and the
manuals as the standard.

Did the student?

YES NO

Enter the stock number
Enter the unit of issue
Enter the quantity in 5 digits
Enter the unit price

Enter the correct fund code
Enter the obligation amount

Enter the correct nomenclature

continued on the next page
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Procurement Check - Off Sheet

Directions

If the answer to any of the questions was NO, explain to the student
where the errors were made and direct the student to go back and
redo the practices for that particular task. Once you are convinced
that the student can perform the objectives in accordance with the
appropriate references and standards, sign this sheet and
performance qualifications D.5.01., D 5.02, D 5.03.

Date

Supervisor:

Stop here
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